Approved For Release 2000/08/03 ‘: CIA-RDP61-00423A000100090005-7

PERSONNEL, AND TRAINING TASKS

1. Process Personnel Actions:

a. Confer with Branch Chiefs

B. Prepare Form 52

¢. Post setion to Division records
4. Distribute Form 50

‘E. Pevsonnel Assignment and Replacement:

. Prepare reguest to CS5B

b. Review personel files and interview candidates

e. Interview Br. Chiefs and Pers. Officers of other Divisions
4. Review career plans and make list of eligibles

3. Position Evalustion:

8. Fact finding
b. Writing Position Descriptions
¢, Uiaison with PED

4. Rotmtion:

&. Planning and maintaining control records

. Review and comment on forms 202

e. Meeting with BPr. Chiefs, Ch/83, snd Personnsl Board
d. Prepare dispatch T
e. Prepere bi-nonthly report

5. Coungeling:

Inguvrance
Iliness
Transfers
Promotions

Teave

+  Allowances
Returnees
Digcipline coses

FRHO 6P

6. FPitness Reports:

a. Disseminate sod control forms 45

b. Complete form 4% for Peraomnel Staff

¢. Corregpondence with the field

d. Reviews all forms and brings to attention of
Ch/58 all outstanding and unsatisfactory coses
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7. Organimation and Position Changes:

L T

Meeting with Br. Chiefs end Chiefs of Support Stalfs

b. Devalop desired changes and yrepure reguest for changes
¢. Note change from form 261 to Division records
4. Correspondence with fisld
8. Cover:
&. Coordinate cover mquarumu (Develep staffing petterns)
b. Coordinate cover argrangsments
a. Process parsonnel {Brief and control processing steps)
4. Prapare reports, as vequired :

-1

Pﬂm related correspordence

9. Contract Persomnel:

.
B.
&

10,

Q.
d.

Recruitment
Negotiation
Contrect preperation
Termination processing

Re negoltiat
Tersination processing

1. Trevel:

e
b.
-

Propare travel order for all XS
Advise on processing in and out
Corraespopdence with field on arrivel and return

12. Training:

&.
hn
e.
&.

Advise axd schedule courses for individuals

Review and approve training requests

Deveiop annual training requirements

Establish and meintaizn control record on courses
taken snd to be taken

Prapare snnuval report for OIR

Develop JOT regquirements, review foldere, interviews

13- ‘“‘%sa Staf? meeting

.

Personnel Officers meeting
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